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Part 3: DATA ENTRY GUIDE

This guide is Part 3 of a three-part series designed to help your company participate fully in the
SmartWay Transport Partnership.

In Part 3, you will learn how to enter the company and fleet data you collected using Part 2 into the
SmartWay Truck Carrier FLEET Tool. This guide covers:

Downloading and setting up to tool to run properly

Basic organization of the SmartWay Truck Carrier FLEET Tool
Entering your data

Data validation

Viewing fleet performance summary data

Submitting data to SmartWay

Troubleshooting the tool

@ WARNING!

Completing this tool requires a considerable amount of information about your company, the divisions
that are joining SmartWay, and the fleets within those divisions. There are many sections and screens to
complete for each fleet that you operate. While you will have the ability to save your tool along the way
and return to it at anytime, we STRONGLY ENCOURAGE you to review Part 1 to understand key
information about joining the partnership and use Part 2 of this series to learn about the data
requirements and gather your data BEFORE attempting to use Part 3 to complete the tool.
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Downloading and Setting up the Tool

About Microsoft Excel

Microsoft Excel is an electronic spreadsheet program used for storing and manipulating data. The
SmartWay Truck Carrier FLEET Tool was built using Microsoft Excel Forms.

Downloading the SmartWay Truck Carrier FLEET Tool

The tool can be downloaded from the SmartWay website at:
http://epa.gov/smartway/partnership/trucks.htm

Please save the tool in a folder on your hard drive; this folder will house copies of your data and future

updates.

Security Settings for the SmartWay Tools

The following instructions should appear on your screen if you need to change your security settings

before running the tool.

Excel 2003 Users

Before you begin, be
sure to set your Excel
security setting level to
“Medium.”

1. When using
Excel 2003, on
the menu bar,
go to Tools 2>
Macro
>Security
Level.
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Figure 1: Macro Drop-Down Menu
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2. When that window opens, click Medium. BT E|Fz|

Trusted Publishers

() wery High. Only macros installed in trusted locations will be allowed
torun. Al other signed and unsigned macros are disabled.

() High. ©nly signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled.

(#) Medium. Y¥ou can choose whether or not ko run potentially unsafe
Macros,

() Low {not recommended). ¥ou are not protected from potentially
unsafe macros, Use this setking only if you have virus scanning
software installed, or you have checked the safety of all documents
Y0l OpEr,

ol ] [ Cancel

Figure 2: Security Dialog Box

To run the tool:
1) Save the tool to your computer in a folder on your hard drive; and,
2) Double-click on the file to open the tool.

You will see a security warning box appear (Figure 3).

Security Warning x|

"CiiDakattruckTool xls" contains macros,

Macros may conkain viruses, It is usually safe bo disable macros, but i the
macros are legikimate, you might lose some funckionality,

Enable Macros More Info

Figure 3: Security Warning Box
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3) Click on the Enable Macros button in the security warning box. The following screen
(Figure 5) should appear:
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Figure 4: Truck Carrier FLEET Tool Welcome Screen

The part of the tool that you fill out resides in the gray, blue, and dark green forms that appear on the
screen. The Excel workbook that remains in the background — and which normally appears as a light
green screen as in Figure 4 — is where all of the data you enter is actually stored. However, for the
purpose of your data entry, please disregard the background workbook.

Security Settings for Excel 2007 Users

The default settings for Excel 2007 should enable you to run the tool without any changes. To run the
tool:

1) Save the tool to your computer; and,

2) Open the file, and click the “Options...” button that appears after the Security Warning
just below the menu bar (Figure 5). Detailed instructions are also provided on the
screen itself.
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;/..;.-!\\ = ( = truckModel_2010-09-23_clean[1].XLS [Compatibility Mode] - Microsoft Excel - M x
) =
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G- |[$ - % o |[%8 | Conditional Format Cel | .. sort & Find &
= - 00 =0 Formatting - as Table - Styles~ | =) Format = | 2~ Fifter~ Select~

Clipboard = Font () Alignment () Mumber & Styles Cells Editing
x
@ Ssecurity Warning  Some active content has been disabled. Options...
‘ Al - I« ‘ Security Settings for the SmartWay Models
A B c

1 [Security Settings for the SmartWay Models |

5 In order to run this application, you must have macros enabled.

5 For Excel 2007 Users: (If you are using Excel 2003, please scroil down)

If an “Options..." button appears in the menu bar above, follow these instructions:
1. Click the Options button. This button appears after the Security Warning in the Excel 2007 menu bar.
4 2 Enable content. In the Microsoft Office Security Options dialog box, choose “Enable this content” and click OK.

If the "Options..." button does not appear, use the instructions below. [NOTE: If you do not have a round Office button
(as shown in the picture below), you are probably using an earlier version of Excel, in which case you need to scroll to
the insfructions for Excel 2003 users ]

1. Click the Office button. This button appears in the top left corner of the screen in Excel 2007.

2.Go to Excel Options. Click the “Excel Options” button in the bottom right corner of the pull-down menu:

& - .
W 4 » M| Security Settiﬁgs 2 [ m 0
Ready | 3 [EE[ETT S
Figure 5 Security Warning Screen
3) In the Microsoft Office Security Options dialog box (Figure 6), choose “Enable this

content” and click OK.

Microsoft Office Excel Security Notice

@ Microsoft Office has identified a potential security concern.

Warning: It is not possible to determine that this content came
from a trustworthy source. You should leave this content disabled
unless the content provides critical functionality and you trust its
SOUFCE.

File Path: C:\Data\trudkTool.xls

Macros have been disabled, Macros might contain viruses or other security
hazards. Do not enable this content unless you trust the source of this file.

Maore information

Enable Macros ] E.gisahle Macros |

Figure 6 Security Options Dialogue Box
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If you reach this point and the tool does not open, please review the “Software and Hardware
Requirements” on Page 7 of Part 1 of the guidance series. Otherwise, you may have your security set
too high. To adjust your security settings, click the Office button (in the top left corner of the screen)
and then click the “Excel Options” button in the bottom right corner of the pull-down menu (Figure 7):

:i Recent Documents
=
Iy

1] Excel Optjons | | X Exit Excel

Microsoft Excel = =
W View Add-Ins MNuance PDF (7]
I wirap T General «! j ,/- i
[me enter = ||[F§m1 s 8 ditional Format  Cell Insert Delete Format Sort& Find &
: =21 | Formatting ~ as Table = Styles 27 Filter - Select
Number Styles Cells Editing

Figure 7 Excel Options Drop-Down Menu

On the Excel Options screen, click on Trust Center in the left navigation bar (Figure 8):

Excel Options EIE\

[ Poputar
Formulas
Procfing
save
Advanced
Customize
Add-Ins
Trust Center

Resources

™
;ﬁ Change the mast popular options in Excel.

Top options for working with Excel

Show Mini Toolbar on selection (;
Enable Live Preview (i

[] show Developertab in the Ribbon
Always use ClearType

Blue v

Color scheme:

ScreenTip style:

Show feature descriptions in ScreenTips ~ ‘

Create lists for use in sorts and fill sequences: | Edit Custom Lists...

‘When creating new workbooks

Use this font: Body Font

v

11+

Font size:

Default view for new sheets:

Include this many sheets: 3 E

Personalize your copy of Microsoft Office

User name: |MHeyward

Choose the languages you want to use with Microsoft Office: Language Settings...

Mormal View 4

Figure 8 Excel Options Drop-Down Menu
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When the Trust Center options display opens, click on Trust Center Settings in the bottom right portion
of the screen (Figure 9):

Excel Options

Popular
P @ Help keep your documents safe and your computer secure and healthy.
Farmulas
Proofing Protecting your privacy
Save Microsoft cares about your privacy, For more information about how Microsoft Office Excel helps to protect your privacy,

please see the privacy statements,

Advanced ) ) ;
Show the Microsoft Office Excel privacy statement

Customize Microsoft Office Online privacy statement
Customer Experience Improvement Program

Add-Ins

- Trust Center 1 Security & more

Resources Learn more about protecting your privacy and security from Microsoft Office Online,

Microsoft Windows Security Center
Microsoft Trustworthy Computing

Microsaft Office Excel Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer =
secure, We recommend that you do not change these settings. Trust Center Settings...

OK l [ Cancel

Figure 9 Trust Center Settings Screen
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Choose the setting “Disable all macros with notification” (Figure 10) and click OK.

Trust Center

Trusted Publishers
Macro Settings

Trusted Locations . . X
For macros in documents not in a trusted location:

Add-ins O Disable all macros without notification

) ) (® Disable all macros with notification
ActiveX Settings

O Disable all macros except digitally signed macros

 Macro Settings ’ O Enable all macros (not recommended; potentially dangerous code can runj

Message Bar D loper Macro Settings

External Content
D Trust access to the WVBA project object model

Privacy Options

oKk | [ Cancel

Figure 10 Macro Settings Screen

Now return to the directions on page 3.
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Basic Organization of the SmartWay Truck Carrier FLEET Tool

Understanding the Tool Format and
Structure

SmartWay Introduction El

=N Truck
g
. . ‘\\Smartwa & ited States Version:
The SmartWay Truck Carrier FLEET Tool is y el
organized around (1) information Screens, (2) :!leléqu;wg::lsk Truck Tool component of the SmartWay Fleet Logistics Efficiency & Emissions Tracking
forms or worksheets, and (3) reports/summaries Eﬁ%ﬁmﬂ et ey ok S B ik vl T owie o va it it inadong
efficiency.
that guide you through the process joining the Iy 2w 0 S, e amares s with o the et the proram s 0 ofer by vt the
ay e at: hitp:/fepa gov/smartway{index.htm
SmartWay Transport Partnership and/or For ratuaning users, vou il note a few changas rom st year's version, Some addtonsl screens have been adderd
to facilitate ease of data input, and data validation has been added to ensure quality contral.
providing your annual update to maintain your hen g ct thi 00, peass e 10 the ol ser Quds, ccessle 3t
good standing with the program. Forusrsnterested n et techricalcocumentation regcing s o, you mayrfer o the Techrical sers

hittp:/fepa aovfsmartway/documents/partnershipftrucks/techdoc pdf
In addition, the SmartWay website will include recorded webinar tutorials, showing you how to properly complete

Each screen or form opens up within a Microsoft | thetos, a wel'zs other usei help materas.

Contextul help is embedded within the tool tself, and ks accessed by cicking on the question marks. 21
Excel spreadsheet. The screens generally look Ackitonaly, page spacic hen s avalabi I the (ool By ckakng on tha ELP buttors.
Smartway operates a staffed helpline if you require additional assistance. 734-214-4767, and a general help emal at

like the one shown here: smartiay_ransport@epa.gov.
.
The name of each form appears at the top left- Figure 11 Screen Shot of Opening Screen of Truck Carrier
FLEET Tool

hand corner of the screen, in white text on the
blue window bar.

o ®

"SQT Truck
™

\Smal"l'way United States Version: 2011

Welcome to the Truck Tool component of the SmartWay Fleet Logistics Efficiency & Emissions Tracking
(FLEET) System.

Figure 12 Screenshot of Title of Screen/Form
Each screen contains text instructions or information about the program. Where applicable, the screen

will also include links to the SmartWay website or other sections of the tool (e.g., the various data entry
screens); these links will be underlined and shown in blue text.

o SrartWay, please famillarize yourself with all the £
ite at: http:{fepa gov/smartwayfindex. him

- . # . -

Figure 13 Screenshot of Links in the Tool

The screens also contain navigation buttons to direct you through the tool.

Truck Carrier FLEET Tool Users Guide Part 3 | P. 10



oo [l e

Figure 14 Screenshot Navigation Buttons in the Tool

When new concepts/ topic are introduced on a screen, a small question mark ([?] ) appears next to it.
When you click on the question mark, you will find additional definitions of terms or instructions to help
you complete the screen properly.

Reviewing the Introductory Screens

Before you reach your data entry section of the tool, you will move through three introductory pages
that allow you to review the basics of participation in SmartWay for truck carriers:

e The “SmartWay Introduction” Screen
e The “Partnership Agreement” Screen
o The “Is this the Right Tool for Me?” Screen

The features of these three screens are described below.
The “SmartWay Introduction” Screen

The SmartWay Introduction screen is the first window that appears when the tool is opened (Figure 11).
This screen contains links to the SmartWay website where you can view and download additional
information about the program, the tool, and the technical basis for the calculations in the tool.
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SmartWay Introduction &|

% | Truck
‘Sma rTWEIY“ United States Version: 2011

YWelcome to the Truck Tool component of the SmartWay Fleet Logistics Efficiency 8 Emissions Tracking
(FLEET) System.

The FLEET System is comprised of a series of modules (tools) that provide companies a standardized way of
measuring, assessing, and tracking carbon, MO, and PM emissions, as wel as providing valuable benchmarking
capabilities for fuel efficiency,

If you are new to Smartyay, please famiiarize yourself with all the benefits the program has to offer by visiting the
SmartiWay website at! httpe ffepa.govismartway findesx. bt

For returning users, you wil note a few changes from last year's version. Some additional screens have been added
to facilitate ease of data input, and data validation has been added to ensure quality contral,

wihen filing out this tool, please refer to the tool's user guide, accessible at:
htth: ffepa. oy femartway fdocurnents foartnershingtrucks fuserquide. pdf

For users interested in detaled technical documentation regarding this tool, you may refer to the Technical Lsers
Guide accessible at:
hittp: f fena. oy smartway fdocurnents/partnership trucks ftechdoc, pdf

In addition, the Smart¥ay website will include recorded webinar tutarials, showing you how to properly complete
the toaol, as well as other useful help materials,

Contextual help is embedded within the tool itself, and is accessed by clicking on the question marks. ﬂ
Additionally, page specific help is avalable in the tool by clicking on the HELP buttons,

Smartway operates a staffed helpline if wou reguire additional assistance. 734-214-4757, and a general help ernail at

smartway_transport@epa.goy.
oo |

Figure 15: SmartWay Introduction Screen

For your convenience, links to these resources are included here:

e General SmartWay information:
o http://epa.gov/smartway/index.htm

e SmartWay Tool information:
o http://epa.gov/smartway/transport/index.htm

e Technical documentation:
o http://epa.gov/smartway/documents/partnership/trucks/techdoc.pdf
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The “SmartWay Partner Agreement” Screen

)
Truck

United States Version: 2011

SmartWay Partnership Agreement

W SmartWay

Partnership Agreement for Carriers

with this agreement, your company joins EPA’s SmartWay Transport Partnership and commits to:

-

. Measure and report ko EPA on an annual basis the environmental performance of vour fleet(s) using EPA's SmartWay Truck tool, (Existing fleets must
report the 12 months of data for the prior year ending December 21, Mewly formed companies require a minimum of 2 months of operational data, )

. Have performance results posted on the EPA Smartyay website/database.

. Agree to submit supporting documentation to EPA for any data used to complete this tool and agree to EPA audit of this data upon request by EPA.

W

In return, EPA commits to:

-

. Promote company participation in the Parthership by posting Partner names on the EPA Smartway YWebsite and in related educational, promotional, and rmedia materials.
EPa will obtain express written consent from the Partner before using the Partner’s name other than in the context of increasing public awareness of its partidpation as
described here.

. Provide cornpanies with industry-wide performance benchmark data as this data becomes available to EPA.

. Assist Partners in achieving emission and fuel usage reduction goals (subject to Federal Government Appropriations ).

[N 8]

General Terms

. If the Partner or EPA defaults upon this agreement at any point, the agreement shall be considered null and void.

. Either party can terminate the agreement at any time without prior notification or penalties ar any further obligation.

. EPA& agrees not to comment publicly regarding the withdrawal of specific partners.

. EPA reserves the right to suspend or revoke Partner status for any Parther that fails to accomplish the specific actions to which it committed in the Smartway Transport
Partnership Agreement and subsequent Agreements,

5. The Partner agrees that it will not claim ar irmply that its participation in the SrmartVay Transport Partnership constitutes EPA approval or endorsernent of anything other
than the Partner’s cormmitment to the program. The Partner will not make statemnents or imply that EPA endorses the purchase or sale of the Partner’s products and
services of the views of the organization.

. Submittal of this Smartvay Truck Tool constitutes agreement to all terms in this Partnership Agreement. No separate agreement need be submitted.

ENYRE N

o

By checking the box below, I declare that the information submitted via this tool is, to the best of my knowledge, accurate. I understand that any
person who, in the course of negotiating or performing under this Agreement, makes, presents or submits a false or misleading statement to the
government, or any person who makes a material omission in the course of negotiating or performing under this Agreement, may be subject to liability
under all applicable civil and criminal statutes including 18 U.S.C. 1001 (criminal liability for false statements), 31 U.S.C. 3801 - 3812 (civil liability for
false statements) and 31 U.5.C. 3729-33 (The False Claims Act).

¥ T understand and agree to the terms of this agreement. ;

o | |

Figure 16: SmartWay Partner Agreement

MEXT
After clicking the - button on the SmartWay Introduction screen, the SmartWay Partner
Agreement will appear. This screen replicates the agreement language found in Part 1 of this users
guide series.

Submitting a SmartWay Truck Carrier FLEET Tool to EPA constitutes agreement to all terms in the
Partnership Agreement, so please review this screen or the text version in Part 1 of this users guide
series before sending your tool to EPA.

To reach the data entry sections of the tool, you must agree to this language to join the SmartWay
Transport Partnership by clicking check box at the bottom left.

SmartWay Truck Carrier FLEET Tool submissions are due on an annual basis; therefore, when you submit
your tool each year, this will constitute your renewal of your partnership agreement. Failure to send
your annual tool update will constitute a violation of the terms of the agreement and will result in
immediate removal of your company name/fleet from the SmartWay partner list.
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NOTE: While in the past, SmartWay supported a lengthy warning process for partners that were

delinquent submitting their partnership materials; however, due to the large number of partners

currently joining and submitting materials to SmartWay, this level of customized service can no longer be

supported.

The “Is this the Right Tool for Me?” Screen

SmartWay offers several FLEET tools tailored for different business models and fleets. Most trucking

companies will use the Truck Carrier FLEET Tool; however, it is advisable to review the checklist in Part 1

of the user guide series

and/or this screen in
the Truck Carrier FLEET
Tool to make sure it is
the best option for
your operations.

This screen provides
basic information on
three SmartWay tools
(Truck, Logistics, and
Multi-Modal)
appropriate for
different types of
trucking operations.
Your choice of tool will
depend primarily on
the transport modes
you utilized and the
amount of business
you contract to other
companies.

Is this the right SmartWay tool for me?

Smart¥ay has a number of tools that may be appropriate for trucking companies: Truck Carrier, Logistics, and Multi-Madal, Each of these toals is
tallored to specific types of companies. Partners may need to complete different tools based on the transport modes employed (truck only, or
intermadal) andfor the amount of business contracted to other companies. To help make sure that you are filing out the right utility, Smartvay
has included guidance below:

Truck Carrier Tool

The truck carrier tool is used by companies with fleets that operate predominantly in the truck sector with less than 5% of their miles in other
transport modes such as rail, air or matine and that operate their equipment {owned or leased) such that they do less than 5% of their miles
with contractors (includes seasonal, overflow, and spot hires).

If you manage a dedicated truck fleet for another company, you should include those trudks in the Truck Tool and designate them as a private
fleat. If you manage multiple dedicated fleets, you do not need to create a separate model for each dedicated fleet, they can be amalgamated
inta one fieet labeled private.

Logistics Tool

The logistics tool is intended for use by companies that predominantly contract with other carriers to move freight, such as logistics companies,
third-party logistics providers, fourth-party logistics providers, freight forwarders, and non-asset based carriers.  If you move more than 5% of
your freight using your own internally managed carrier fleet, you should complete the appropriate cartier tool for that fleet, and include the
results in your logistics tool.

Multi-Modal Suite

The multi-modal suite is an amalgamation of all of the SmartWay carrier tools, It contains the truck, ral, and logistics carrier taols, The multi-
modal suite is used by companies employing multiple modes of transpaort, and that move over 5% of their freight utilzing their own internal
cartier companies.

Examples
Case 1: MH Trucking is a 200 truck fleet, that only contracts out a few loads at Christmas. These loads constitute less than 5% of MH Trucking's
total loads. MH Trucking should complete the Truck Tool,

Case 2! RB Inc., operates none of its own trucks, and contracts other catriers to move all its freight. RB Inc., should complete the Logistics Tool.
Case 3! MP Services operates three divisions, A truckload division with its own fleet of 100 trucks, a Contract Carrier Division that contracts with
20 other truck cormpanies, and an intermodal division that uses its own truck fleet and three ral cormpanies. MP Services should use the Multi-

Modal Suite, completing a Truck Tool for its own fleet, a Logistics Tool run for its contract services division, and a logistics tool run for its
intermodal division (using its own truck fleet as an input with the three ral compatiss),

Still not sure?
Call the Smartiway Help Line for assistance: 734-214-4767

| |

Figure 17: Determining Which Tool is Appropriate for your Fleets

Once you have navigated through the three introductory screens, you will be taken to the SmartWay

Truck Carrier FLEET Tool “Home” screen.
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Navigating the “Home” Screen

Figure 18 displays the structure of the Home screen.

Home f'>_<|

Qﬁ"‘ | Truck
xsma r'l-wa)’y=D United States Version: 2011

Welcome to the SmartWay Tool for Truck Carriers

Lise the blue links below to navigate the tool, For more information, press the ‘Help' buttan,
1. Identify Reporting Year and Report Type

{+ Baseli
Reparting year: ﬂ h ~ UEZZLZE ﬂ

2. Enter Company and Contact Information

Enter your comtact information

3. Define your Fleets

Fleet Characterization

4. Enter activity and fuel information for each of your fleets

Wiew or change the
selected fleet

5. View Output
2|

YWiew Fleet Performance Summary Year-to-ear Comparison Report

Showy renort of all comments

6. Exchange your data with Smartyay

Create final version to subrnit via ernail to EPA

SAYE
[ 2o |

o | e ]

Figure 18: Main Tool Navigation or “Home” Screen
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From the Home screen, you can:

1) Select your submission year and type (new baseline or update);
2) Fill out company and contact information;

3) Characterize your fleet(s) and create your fleet file(s);

4) Enter the required data for each fleet;

5) View results of your data entry; and

6) Create final version to submit to EPA.

There are six sections on the Home screen. Each section has links to additional screens or worksheets

within the tool which are described below:

1.

Identify Reporting Year and Report Type: Here you will select your reporting year for
this submission and enter the submission type
Enter Company and Contact Information

a. Enter your Contact Information: This link takes you to a screen that asks for
general company contact information, a primary SmartWay point of contact, and
an executive-level contact. Additional contacts may also be included.

Define your Fleets

a. Fleet Characterization: On this screen you will define all the fleets your company
operates and provide information describing the operation of those fleets. Once
these parameters are defined, the software will automatically generate blank
data entry forms for each fleet.

Enter activity and fuel information for each of your fleets

a. View or change the selected fleet: This link will take you to a screen that asks for
performance and fleet composition information necessary to calculate efficiency
metrics for your fleet(s).

View Output: Here you can see final summaries of your data including:

a. View Fleet Performance Summary: This link provides multiple options for
viewing your performance data and can generate multiple reports for you.

b. Show Report of All Comments: This link allows you to review any notes and
comments made during the compilation of the different data inputs throughout
the tool. These comments can provide a useful reference for documenting data
sources and assumptions, as well as for preparation of subsequent year
submittals. In addition, you can use this link to view questions and comments
from your Partner Account Manager after they receive and return your data.

c. Year-to-Year Comparison Report: This link allows you to compare previous year
data entries to one another or to the data entered for the current year. The
comparison reports provide a useful tool for performing quality control of
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current data, as well as a method for evaluating trends in operation changes,
activity levels and fleet performance over time.

‘ NOTE: The “Year-to-Year Comparison Report” only operates when all of your SmartWay Truck
Carrier FLEET Tool files are stored in one folder.

6. Create final version to submit via email to EPA: This link allows you to send the tool as
an Excel attachment in an e-mail to your Partner Account Manager (PAM). Clicking
the OK button on this screen does not automatically submit the tool to EPA, so you
need to save this in a folder on your hard drive and submit it to EPA by attaching it in
an email.

Entering Your Data

The first four sections of the home screen must be completed in order, and comprise all the steps needed
to complete your SmartWay Truck Tool. After they are completed, you can review your output and/or
submit your tool to EPA.

Saving Your Data

After steps 1) and 2) above, the system will automatically save backup copies of your file. Also, at any
stage of the process above, you can save the data you have entered by clicking the “Save Progress”
button on the Home page.

Reviewing Your Data

The data reports provided by the Truck Carrier FLEET Tool are covered in detail in the part 3 of the user
guide series which covers data entry and submission.
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Entering Your Data

You must complete the first four sections of the home in order. The next four sections of this guide
explain how to enter your data on each of the required and optional screens.

Section 1 Data Entry: Identify Reporting Year and Report Type

PLEASE REFER TO WORKHEET #1
and 2: Company and Contact

Information to complete this
section of the Truck Carrier FLEET
Tool.

e Enter your reporting year
using the drop down
arrow.

e Using the radial buttons,
select either “Baseline”
or “Update for the
reporting type.

Home fg|
=N Truck
W SmartWay: o

United States Yersion: 2011

Welcome to the SmartWay Tool for Truck Carriers

Use the blue links below to navigate the tool, For more information, press the ‘Help' button,
1. Identify Reporting Year and Report Type

Reporting year: ﬂ e

2. Enter Company and Contact Information

(* Baseline
?
™ Update J

Enter your contact information

3. Define your Fleets

Fleet Characterization

4. Enter activity and fuel information for each of your fleets

Wiew or change the
selected fleet

5. View Output

Il

Wiew Fleet Performance Surmmary ‘f'ear-to-ear Comparison Report

Show report of all comments

6. Exchange your data with SmartWay

Create final version to subrmit via ernal to EPA

SAYE
o[ o |

EXIT ‘ HELP ‘

Truck Carrier FLEET Tool Users Guide Part 3 | P. 18




Section 2 Data Entry: Enter Company and Contact Information

PLEASE REFER TO WORKHEET #1 and

2: Company and Contact Information
to complete this section of the Truck

Carrier FLEET Tool.

From the Home screen, select the blue
text that says “Enter your contact
information.”

You will then be taking to the
“Company and Contact Information”
Screen. This screen will ask you to,
provide the following information:

1. Company Information

2. Primary Contact information

3. Executive Contact (Vice
President or higher)

4. Other Contacts

ﬂ Each field marked with an
asterisk must be filled out.
You will not be able to submit the tool
to SmartWay without this
information.

[t}
Truck

United States Version: 2011

Hame

W\SmartWay-

welcome to the SmartWay Tool for Trudk Carriers

Usia the blue ks Do B0 nag & information, press thi Help' button
1. Identify Reparting
+ Baselne
Reporting year: 2| ~ vpdacs.

Vierwr or change the
selertad feat
5, View Dutput
Wi Fleet Perfoimance Summarn W-ﬂ
chow report of Al comments

6. Exchange your data with SrmartWay
Create fﬂi yirsion (o o tﬂ]! vig E[Ei: b EPA

oo [ [ (]

Company and Contact Information

1. Company Information:
Company Hama® |Comean 1
Addese1s |20 Ken Strest
Adgs [cuite 210
aty® [ustn state® [ =] zp= 771 Countey® [Usa
Manphonet  [(512) 5555555 rofes: |
Weh SEa® oMol com
2. Primary Contact: n
rarme [ I M [ Laste [saroe
Trke* |'-"PDc-e-'e1-:rrs
P ra— [ 00D e Saresst
Addes2 [custe 210
ity [t stae® [0 | Zp* [maTaL Country® [LSA
Phona* [Ezyesame gl cot: | (|
Emal® [secamal.com
T Exmputive | Ssme.as Primary Contact |

Contact™  [Fetre e e ot conoc
4. Other C - [ 1= Marvin Laser

[ iren vt

% Ranaed S Kl T [T

Truck Carrier FLEET Tool Users Guide Part 3 | P. 19



Steps for Entering Company and Contact Information:

e Enter the Company data in section 1.
e Enter the Primary Contact data in section 2.
In the Primary Contact shares the same address as the company, you may click the

button to auto —populate the address section of this record.

e Enter the Executive Contact Information by clicking the

button to the right; enter the required data.

If the Primary Contact and Executive Contact are one in the same, simply check the

e box to auto-populate the Executive Contact information.

o Enter Other Contacts (if applicable) by clicking the

Add Mew Contack . .
button. A new contact field will appear, labeled Other Contact

Information (not pictured).
Enter the first Other Contact then click OK when done.

NOTE: In some cases, companies with multiple business units will gather information
from different sources within the company. You may find it useful to have this
additional contact information stored within the model.

You can add more names to the Other Contacts box by repeating this process. If you wish to edit an
existing contact’s information, highlight the name you wish to edit and then click the

Edit Selected Contact button.

You can remove an existing contact by highlighting the contact and then clicking Delete Selected

Contact.
3. Executive I” Same as Primary Contack ﬂ
To make sure you have filled out all required contact Contact®  [Jack Smal l
YALIDATE
information, click at the bottom of the # Other Contacts: ‘

screen. If any information is missing, a dialogue box will

Add New Contack Edit Selected Contact
YALIDATE
SCREEM

appear informing you what additional information is
required. * - Required

Automatic Backup Creation-Phase 1

will be given a suffix of “Phasel” to indicate that it was saved after the completion of step 1 of the

Next click the button to return to the Home screen and go to section 3.

After clicking the tool will automatically save your tool as well as a backup copy, which
process. The location of the backup copy will be displayed in the dialogue box.
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Section 3 Data Entry: Define your Fleets

PLEASE REFER TO WORKHEET #3A: Fleet Home.

Characterization (page 1) to complete this =) Tl
section of the Truck Carrier FLEET Tool. b vSmarTWay‘ R —

Welcome to the SmartWay Tool for Truck Carriers

Next, on the Home screen click Fleet

Use the blue links below to navigate the tool. For mare information, press the 'Help' button,

Characterization to display the Fleet 1. Identify Renorting Year and Renart Type

. . .. . X {+ Baseline
Characterization screens. This is the section Reparting year: 2] [ 2010 -] C e W
where you will define the various 2. Enter Company and Contact

Enter vour contact information

components of your fleet.

3. Define your Fleets

Eleet Characterization

4. Enter activity and fuel information for each of your fleets

ARC Trucking Comoany Flatbed Division - Complate

igw or chanae the
selected fleet

5. View Output

Wieww Fleet Performance Surmmary Year-to-Year Cormparison Report ﬂ

Show report of all comments

6. Exchange your data with SmartWay
There are two tabs in the Fleet Create final version to subrit via ernail to EPA

Characterization section of the tool:

SAVE
wor | oo [ [N [ = ]

1. lIdentify Fleets
2. Characterize Fleets

Tab 1: Identifying Fleets is shown below:

SmartWay: Fleet Characterization - Truck

Srnartvay will list your company's name and your fleet nameis) on the SmartVay website to indicate your participation in the Smart¥ay program. Customers can search for
yoLr company by your company's fieet name(s), SCAC, or Motor Carrier Mumber. Please name your fleetis) as you would want them to appear on the SmartWay website.
Fleet names should start with your company name first, followed by the division name.

Input information for each fieet in your company that a customer would have discretion to hire, Do hot include intetnal divisions that are invizible to your customers, If "ABC
Trucking” has two divisions that a customer can hire, they should create two models: for example, ABC Trucking Freight, and ABC Trucking Refrigerated Division.

For each fleet, if you control over 95% of the operation of the fleet (weighted by miles) please check the box labeled "95+% Control.” “Control” means that you
operatefroute the fleet, regardless of ownership status. Control includes dedicated flests that you operate for other parties. If yvou contract out more than 5% of a fleet’s
operation, the SmartWay Logistics model should be used for that flaet. If you stil have questions you may contact your assigned SmartWay Partner Account Manager, of the
Smattway help ine at 734-214-4767.

To add fleets, simply click the “add Another Fleet” button at the bottom of the page. ¥hen vou have added all your flieets and filed out the required infarmation, click
MNEXT or select the “Characterize Fleets” tab at the top of the screen to proceed to the next step.

Company / Division Name 1l 2l 9500 2| 1l
Delete {exnactly as it should appear on the SmartWay website) SCALC(s) = MCN -~ Fleet Type ﬂ Control Fleet Contact =
a
I 1 |Companv 1 Example Dry Van Fleet |FHJGJ GLEQ | 1235678 |For-H|re j I |John Sample j J
I z |Companv 2 Example Flatbed Fleet |IRGT | 957543 |Pr|vatefDed\cated j I |Daphne Aruda j

=

¥ Delete Checked Rows Add Another Fleet
NEXT YALIDATE CREATE ADD
EN FLEET(S) COMMENTS

HELP ‘
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Steps for Completing “Identify Fleets” Tab:

Using data collected using Worksheet #3: Fleet Characterization, enter data for your first fleet:

e Company/Division Name: Enter the Company/Division name, with your company name first
followed by your division name, exactly as you would like it displayed on the SmartWay website.

e SCAC(s): If your fleet has a SCAC, please input that information. While it is not required to enter
SCAC information for each fleet, it will help shippers searching by those parameters in the
SmartWay database to easily find your fleet for inclusion in their Shipper Tool.

e MCN: If your fleet has a Motor Carrier Number, please input that information. While it is not
required to enter MCN information for each fleet, it will help shippers searching by those
parameters in the SmartWay database to easily find your fleet for inclusion in their Shipper Tool.

e Fleet Type: For private company operations or dedicated contract service, enter
“Private/Dedicated.” Otherwise select “For-Hire.”

e 95% Control: Click the box if your company controls over 95% of the operation of each fleet,
weighted by miles. “Control” means that you operate/route the fleet, regardless of ownership
status. Control includes dedicated fleets that you operate for other parties. If you contract out
more than 5% of the fleet’s operation, the SmartWay Logistics Tool should be used for that fleet.

e Fleet Contact: Enter your division contact(s). Use the drop-down menu to display the list of
contacts you entered in the Company and Contacts screen and select one. If there is a contact
for the division that is not already listed in the Company and Contacts screen, you will need to
go back to that screen to add the contact information.

Remember to create separate fleets for each fleet your customers have discretion to hire.

Example: You have a for-hire fleet, but you maintain specific contracts with a company, making
part of your fleet essentially dedicated to that company. Given this scenario, you should be able to
account for the mileage and fuel use for the for-hire portion of your fleet, as well as the dedicated
portion.

According to your records, the portion of the fleet that is essentially dedicated accounts for 30% of
your total mileage.

How to enter these Fleets in the Truck Carrier FLEET Tool: Define a fleet for your for-hire

operations, and label it as such. Define a separate fleet for your dedicated operations and label it
accordingly.
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Modifying Fleets

To enter another fleet, click the Add Another Fleet button.

To delete a fleet, click the box next to the fleet you wish to delete, and then click the

2 Delete Checked Rows
button.

Adding Comments/Notes

Creating useful comments assists SmartWay tool reviewers in approving your tool as quickly as possible.
Your comments help reviewers understand your business model. Any details that you can provide
related to your business operations will speed up approval time.

ADD
/ COMMENTS
Please note the

enter notes about the collection process, your assumptions and methods, data, or other information.

button located at the bottom of the screen. This allows you to
These details could prove useful for your reviewer when you or someone else fills out the tool next year.

ADD
COMMEMNTS

YIEU/EDIT
. COMMENTS - .
yellow on your screen and will now read to indicate to your reviewer that there are

comments to be read.

If comments have been added for a particular screen, the button will be highlighted in

A m button is also available should you need assistance. You will also notice small gray icons
with question marks [?] displayed throughout the tool. When clicked, these icons provide additional
information about specific items located on the screen.

MNEXT
To proceed, click the Characterize Fleets tab at the top, or simply click the - button at the
bottom of the screen.

Before proceeding to the next tab however, a popup screen will appear asking you to verify
that the name(s) of your fleet(s) are correct — see Figure 19. Please verify that the fleet
name(s) are exactly as you want them to appear on the SmartWay website, indicating your
participation in the SmartWay program. Note that if you enter your company name in all CAPS, that is
how it will appear on the website. Click OK to proceed to the next screen, or Cancel to revise your

fleet name(s).
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Verify Name(s) rz

Plzase note that your Campany [Division namels) will appear an the
Smark\ay website exactly as wou have entered them here,

IMPORTAMT: Remember that fleet names should skark with waour company name,
Followed by the division name. (This is a new requirement in 2011.)

Cancel

Figure 19 Fleet Name Verification Message

Steps for Completing “Characterize Fleets” Tab:

Tab 2: Characterize Fleets is shown below:

SmartWay: Fleet Characterization - Truck

For each fleet, enter the percentage of trucks that fall into each category. Percentages under Operation Category must sum to 100 percent, as must those under Body Type.
when finished, click the Create Fleetis) button. The fleet names will appear on the HOME screen so that you may begin entering details for each fleet,

7 7 7 7 7 7 7 7 7 7
Package Special
Company,/Division Name Truckload LTL Drayage Delivery Total Dry ¥an Reefer Flatbed Tanker Chassis Hauler Total

1-Comparry 1 Example Dry Yan Fleet

o [ [ ™ e[ [ [ [ [ ™~
2-Company 2 Example Flatbed Fleet ’— ’? ’? ’— ’— ’— ’— ’—

100

=]

BACK YALIDATE CREATE ADD
SCREEN FLEET($) COMMENTS

HELP ‘

Using data collected using Worksheet #3: Fleet Characterization, enter data for your first fleet:

For each fleet, fill out the Operation Category (%) information by indicating the percentage of operation
on a mileage basis. Operational categories include:
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. Truckload (TL)
Less-than-truckload (LTL)
Drayage

Package delivery (PD)

Enter the percent of each operational type based on approximate mileage. This percentage calculation
does not need to be exact but should be reasonably reflective of your fleet.

Next, fill out the Body Type fields, indicating the percentage by body type for each fleet. Body Type
categories include:

o Dry van

. Refrigerated (Reefer)

. Flatbed

° Tanker

° Intermodal chassis containers (pooled and owned)

. Special hauler (e.g., Heavy Haul, Auto Carriers, Bulk Carriers, Household Moving,

Hopper, Livestock, Garbage, Utility, and other specialized carriers)

The percentages specified can be approximate, based on vehicle populations. The percentages for each
fleet must sum to 100%.

CREATE
Once you are sure your information is input correctly, you may click the button at the
bottom of the page.

Automatic Backup Creation—Phase 2

Prior to generating the fleet shells, the system will automatically save your data and create a backup
copy of your file that contains a suffix of “Phase2”.

A message will appear indicating that you have successfully created your fleet data entry forms (blank
data entry pages) for the reporting year. Click OK to proceed. You will then be returned to the Home
screen.

If, at a point later in the data entry process, you realize that you need to add a new fleet or delete an
existing fleet, you can return to the Identify Fleets tab. To add a new fleet, follow all of the instructions

CREATE
on the screen regarding defining your fleets, including clicking the button. When you click
this button, the system will create blank data entry forms only for the new fleet(s) you have added; the
existing fleets will not be affected.

If you need to delete an existing fleet, simply check the box next to the fleet and then click the Delete
Checked Rows button. Note that, if you have already generated data entry forms for the fleet you are
deleting, the system will prompt you to confirm the deletion.
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COMMENTS
As on the other tabs there is a m button as well as an

button. Clicking

will take you back to the Home screen (see Figure 20).
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Reviewing Fleet Status

On the Home screen, you will now
see all the fleets you created listed
in the window below item # 4:
Enter activity and fuel information
for each of your fleets.

There will be a status message
after each fleet, indicating whether
or not the data entry for that fleet
is complete. The following
information may appear beside a

fleet name:

. Not checked -
Data has not been
entered yet.

. Incomplete - Some
data is still missing
and/or
inconsistent.

. Complete - All

data requirements
have been met
and validation has
occurred.

Home @
E Truck
WSmartWay: o

United States Yersion: 2011
Welcome to the SmartWay Tool for Truck Carriers
Lize the blue irks below to navigate the toal, For more information, press the Help' button,

1. Identify Reporting Year and Report Type
Reporting year: [#] | 2000~

2. Enter Company and Contact Information
Enter vour contact information

" Baseline
f?u:dm-‘ﬂ

Fleet Status—-Mot

Checked

3. Define your Fleets
Flest Characterization

4. Enter activity and fuel information for each of your fleets

Companty 1 Example Dry Yan Fleat - Not Chedbed
Cempanny 2 Example Flatbed Fleet - Mot Checked

View of change the
selected fleet

5. View Output

View Fleat Performance Summary Year-to-Year Compartson Report “IJ

Show report of all comments

6. Exchange your data with SmartWway
Cre fnal versi Wi il PA

= O |
PROGRESS

Figure 20 Home Screen with Fleet Status

In addition to the status indicators above, you may also see one of two qualifiers: “Errors” or

“Warnings.”

e Errors will prevent you from generating the Internal Metrics Reports and must be addressed
before you can submit your tool to EPA (although you will be able to use the Year-to-Year
Comparison Report to help identify missing data or otherwise clarify uncertainties by referring

to previous year submittals).

e  Warnings will still allow you to run the Internal Metrics Reports and submit your data to EPA.
However, it is strongly recommended that you carefully review each warning message before
sending your data to EPA so that you can anticipate questions that may come from a partner
account manager (PAM) as a result of your data being outside the expected ranges. Addressing
errors and warnings is described for subsequent input screens in the following sections.

To add data to a particular fleet, highlight the fleet name and then click View or change the selected
fleet, or simply double-click on the name of the fleet. You will then proceed to the tool Data Entry

Screens.
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Section 4 Data Entry: Enter activity and fuel information for each of your fleets

PLEASE REFER TO WORKHEET
#3B: Fleet Characterization

(pages 1 and 2) to complete

W SmartWay-

X
Truck

United States Version: 2011

this section of the Truck Carrier
FLEET Tool.

Use the blue links below to navigate the tool. For more information, press the Help’ button,

1. Identify Reporting Year and Report Type

Reporting year: 2 ’TJ

44 1) Selecta Fleet

4. Enter activity and fue

Welcome to the SmartWay Tool for Truck Carriers

l"'Be-neine_ﬂ

2) Click Here
to View or
Change Fleet

formation for each of your fleets

5. View Dutput

Company 1 Example Dry Yan Flest - Mot Chedked
Company 2 Example Flatbed Fleet - Mok Checked

View Fieat Performance Summary

Year-to-Year Comparicon Report ‘ﬂ

At this stage, you will be
entering information about

show repert of al comments

6. Exchange your data with SmartWay
Create final version to submit via emal to EPA

each fleet separately. For each
fleet, you will now fill out the
General Info Tab. This tab asks

SAVE
PROGRESS

you to specify which fuels the

fleet uses. When you select a fuel type, a tab for that fuel type becomes active and accessible, and will

require data entry before you can submit the tool.
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Steps for Completing “General Info” Tab

Truck: Company 1 Example Dry Van Fleet

I:l Diesel Yehicles | Gasoline Yehicles LPG ¥ehicles LNG ¥ehicles CNG Yehicles

Please enter general information for this fleet.

1. Specify short vs. long-haul split: 7| 6. Additional notes regarding fleet:
Short Haul 10 % example comment

Lang Haul ag %o

2. Indicate fuel types found in this fleet: {check all that apply)

¥ Diesel / Biodiesel I LPG I NG
[ Gasdline | Ethanal [ LMG

3. Particulate Matter Reduction™
v P Raduction

* Check this boz if you employ particulate matter reduction technologies
For trucks with diesel engines that were built in 2006 or earlier,

4. Enter the percentage of truckloads that utilize 100% of
available cargo capacity, while remaining under allowable 94 %
weight limits {i.e., cube out before weigh out):

5. Click the View,/Select Commodities button to specify
which commodities your fleet normally carries:

Yiew/Select Commodities

Current Model Status: Mot Checked

YALIDATE
e[ e [ oo =

YALIDATE
FLEET

HELP

Figure XX: Data Entry Screen - General Info Tab

Enter the data as specified from your Worksheet #3B from Part 2 of this guide series. Use the
instructions below if you have questions about filling in the data:

1. Specify your long-haul vs. short-haul split: Specify by using percentages. Inputting a value in
one cell automatically populates the other cell to add up to 100. Long-haul is defined as any haul
in excess of 200 miles.

2. Fuel types found in this fleet: Check the boxes for the fuel types you use. Once you check these
boxes, the appropriate fuel type tab (along the top of the screen next to the General Info tab)
will become active. If you click the Diesel/Biodiesel box, the grayed-out Part 4: Particulate
Matter Reduction section will become active.

3. Particulate Matter Reduction: Check this box only if you have truck engines that are 2006
model year or earlier and are equipped with diesel retrofit particulate matter control devices

(i.e., diesel oxidation catalysts (DOCs), particulate filters, or closed crankcase ventilation (CCV)).
Later you will be able to provide information to calculate the particulate matter reduction
associated with these technologies.
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4, Specify Percentage of Truckloads that Utilize 100% of Cargo Capacity: Enter the percentage of
your shipments that cube out before they weight out.

5. Specify Commodities Shipped: Click on the View/Select Commodities button to select which
commodity categories you typically ship. Select all categories that apply to your fleets.

6. Additional notes regarding fleet: This box allows you to record additional information regarding
this fleet. Storing information about the sources of data or methodologies will be useful here,
especially for next year's update.

SCREEN
————= button to make sure you have filled out everything on this tab properly.
YALIDATE
SCREEN

data entry gaps or inconsistencies will be identified by the software. However, if validating the fleet,

You can click the

You can also click on to check your data entries across all tabs for the given fleet. Any

note that you will receive additional validation errors unless you have completed the data entry for all
screens.

PLEASE REFER TO WORKHEET #4A
through 4F to complete this section of
the Truck Carrier FLEET Tool.

Click or click on the Diesel Vehicles tab to proceed to the next step.

Truck: Company 1 Example Dry Yan Flest
| iesel Vehicles' | Gasoline Vehicles | LPG Vehices ING Vehicles | CNG Vehicles

| Pindei ¥ehr s Activity Information P Redusction

Under each fuel-type tab (Diesel, Gasoline, LPG, LNG, CNG) there are two sub-tabs for required data: the
Model Year & Class sub-tab, and the Activity Information sub-tab. A third sub-tab, PM Reduction, will
appear for diesel vehicles if you checked the Particulate Matter Reduction box on the General Info tab.

NOTE: For each fuel type that you identified in the general info tab, you will be required to
complete a Model Year & Class tab AND an Activity Information Tab. If you do not complete

these tabs for any of the fuels, your fleet will be marked as Not Complete on the Home screen
and you will not be able to submit your tool.

***The following date entry guidance will use the Diesel Vehicles fuel sections as an example. ***

After completing the General Info tab, click on the Diesel Vehicles tab. You will automatically land on
the Model year & Class tab for Diesel Vehicles. Figure XX below shows the layout of this tab.
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Truck: Company 1 Example Dry Van Fleet

General Info Gasoline Yehicles LPG ¥ehicles LNG ¥ehicles CNG Yehicles

_ Activity Information | PM Reduction

Click the checkbox for each class in your fleet, which will activate the data-entry columns for that class. Input the number of trucks you have by
class and ENGINE model year (not vehicle model year). Truck class totals are automatically calculated for you. If you operate certain trucks
across multiple fleets, please apportion your vehicle counts across fleets to avoid double counting of your trucks. 2|

Truck Classes
Class 2b Class 3 Class 4 Class 5 Class 6 Class 7 Class 8a Class 8b
Gross Yehicle Weight 2| 8,501-10,000  10,001-14,000  14,001-16,000  16,001-19,500  19,501-26,000  26,001-33,000  33,001-60,000 60,001 & above

Diesel

renresent exaimpia truck D n “
Total

tias for eack clzss, g
Trucks I~ 2b ™3 [~ 4 5 W 6 =7

Rating {pounds)
ot T et e N ) g NG, m -
are not ai-hckisie, I h
I~ 8a Iv 8b
[ | 100

Totals: | 300 [ [ [ [ zoo

2011

100

2010

2009

2008

2007

2005 150 50 100

2004

2003

50 S0

2002

2001

|
|
|
|
|
2006 |
|
|
|
|
|

=]

HELP |

I Hide Unchecked Classes

e[ oc [N o | o

YALIDATE YALIDATE ADD
SCREEN FLEET COMMENTS

Figure 21Data Entry Screen - Diesel Vehicles Tab / Model Year & Class Sub-tab

Steps for Completing the “Model Year & Class” Sub-tab

PLEASE REFER TO WORKHEET #4A (page 1) to complete this section of the Truck Carrier FLEET Tool.

e Begin by clicking the boxes at the top for each of the truck classes you operate in this fleet (i.e.,
2b, 3,4,5,6, 7, 8a, 8b). Example truck types are shown in silhouette above the check boxes,
and additional examples will be listed on the screen when placing the mouse over these images.

e When a Truck Class box has been checked the data column will activate. Input the number of
vehicles you have in each class, specifying the corresponding engine years (rather than the
model years). Use the scroll bar to the right if you need to enter information for older model
years.

e Truck class totals are calculated automatically for you and displayed along the top row. Totals
by model year are shown in the left hand column.

e Check the box at the bottom of the screen to hide any unused truck classes if you wish.

A NOTE: If you defined multiple fleets on the Fleet Characterization tab, and if you operate certain
trucks across multiple fleets, please apportion your vehicle counts across the fleets to avoid double
counting of your trucks. For example, if you operate the same 100 trucks across two fleets, with 20% of
the truck mileage attributable to the first fleet, then enter 20 trucks for fleet #1, and 80 trucks for fleet
H2.
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You may now click NEXT, or click on the Activity Information sub-tab at top of the screen to proceed to
the next section. Figure 22 below shows the layout of this tab.

Truck: Company 1 Example Dry ¥an Fleet

General Info Gasoline Yehicles LPG ¥ehicles LNG ¥ehicles NG Yehicles

For each item below, click the "Add/Edit" button in the Data Source column, and provide further details in the Data Source Details pop-up screen.
In the "By Truck Class” columns, enter your data for each truck class (only those classes selected on the "Model Year & Class™ tab appear below).
The “Overall Fleet” column will automatically display fleet-level information based on the data you enter for your truck classes.

PM Reduction

A Overall Aeet & Data Source By Truck Class
Diesel
Overall Fleet Data Source [ 8b
2| Total Miles Driven [ 14,000,000 [IFTA E6 | 4,000,000 | 10,000,000
[Zlrevenue Miles Driven [ 11,500,000 [IRS F@ [ sswoo |0 soooo00
2|Empty Miles Driven [ 1,905,000 |Other [Edit | 205,000 | 1,000,000
2| Gallons of Diesel Used {including Biodiesel) | 2,250,000 [IFTA 0 | 499,027 | 1.750.973
Entered MPG —> | soMPG | 57 MPG
ﬂ.— llons of Biodiesel (B100 Equivalents) il Input Biodiesel Allocate Diesel Using Class MPG
ﬂnverage Payload (tons) - Cargo Weight Only | 15.9 |C0mbinati0n m | 3.0 | 19.8
Ciick busttons af right for Payioad Calcbator -
ﬂnverage Capacity Yolume (cubic feet) | 2,864 |W0fk5h€9t [Edit | | 1,496 | 3,548
Cick buttons af night For Volume Calcuiator -- =
ﬂ% Capacity Utilization {excluding empty miles) | 33 |Manual m | 70 | an
[2|Road Type / Speed Categories [Electroric  [Zd [47 7397140 | 1gsizje0
ﬂnverage Annual Idle Hours per Truck 1,550 |Rec0rds @ | 430 | 2,100

Calculate Idle Hours Per Truck

* Indicates that default speed distributions were selected for urban road types.

VALIDATE VALIDATE ADD
AL ‘ RE=T) ‘ m m ‘ SCREEN ‘ FLEET ‘ COMMENTS

HELP ‘

Figure 22 Data Entry Screen - Diesel Vehicles Tab / Activity Information Sub-tab

The red text at the top left-hand corner of this input page indicates the fuel type for which you are
entering data. Enter data for each fuel type you use within your fleet under separate tabs, including:

° Diesel and Biodiesel, entered under the same tab.
° Gasoline and ethanol, entered under the same tab.
° LPG, LNG, and CNG, each entered under separate tabs.

If you specified that you operate vehicles of more than one fuel type on the General Info tab, then you
will also need to input data on the next fuel type tab. For instance, if you operate gasoline vehicles click
on that Gasoline Vehicles tab on the main tab bar to enter your data.

Alert! Be careful to input data under the appropriate fuel tab!
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Steps for Completing the “Activity Information” Sub-Tab

PLEASE REFER TO WORKHEET #4A (page 2) to complete this section of the Truck Carrier FLEET Tool.

Under each fuel type tab’s Activity Information sub-tab, you will see two main sections to input data:

e Overall Fleet & Data Source section (with a green header); and
e By Truck Class section (with a blue header).

To enter data for this tab:

e First click the Add button under the Overall Fleet & Data Source section to specify where you
obtained your data for each row. (Once the data is entered, the Data Source buttons will read
Edit, allowing you to

change your choices SmartWay Data Source Description

Iater') Please provide details on the source of your data.
e Use the pull-down
menus on the Data Data Type: Total Miles Driven
Source DeSCription Data Source: |As Reported to IFTA Form 441 for tax reporting {interstate) ﬂ
popup screens to specify Source Detail: |Eullected via odometer readings j

the source of
information for each
Data Type (listed in red
at the top of the form).
The data source
information you specify
are assumed to apply
across all vehicle classes
in your fleet.

NOTE: EPA is collecting

Zoom In | |
this information about data 4 “ m

sources as a way of validating

data and establishing the

accuracy of data inputs within Figure 23 SmartWay Data Source Description Screen

the tool. Please enter your selected data sources in Worksheet #4A—a helpful reference table with
recommended sources is included in this guide on pages 13-15 of Part 2 of this guidance series.

e For each data type you must first specify the general type of data source. For example, total
mileage data may be obtained from interstate records (i.e., IFTA form 441) or intrastate records
(i.e., state taxes).

e Next, additional detail must be provided regarding how the particular data was collected (e.g.,
via GPS or odometer readings). If the data source selected is “Other”, you must provide
additional detail in the text box at the bottom of the form regarding the information sources
and methodology used to develop your estimates. There should be enough detail to confirm
data validity.
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Once your data sources have been selected, input the requested activity information for the reporting
period, for each truck class in the white empty cells to the right.

Please see Part 2 of this series for detailed information for each data type required by the tool.

e Total Miles Driven: Input the total miles driven collectively by this fleet by vehicle class.

e Revenue Miles Driven: Input the number of miles your fleet drove that were charged to a
customer account.

e Empty Miles Driven: Input the total number of empty miles travelled by your fleet. Empty is
defined as zero cargo. The number of empty miles will not affect your SmartWay score.
Companies in categories with high empty miles, such as tanker operations, will not be negatively
affected by high empty-mile values.

o Gallons of Fuel Used: Input all the gallons of fuel used by your fleet in the past 12 month
reporting period. This includes any gallons with biofuels (biodiesel for diesel vehicles, ethanol
for gasoline vehicles). It also includes gallons used for refrigeration, bunk heaters, yard moves,
or any other gallons directly attributable to transportation. It does NOT include gallons used in
heating buildings, forklifts, or other non-transportation sources.

Gallons of fuel may be input directly or may be allocated based on class-level MPG estimates
using the Allocate Diesel Using Class MPG button underneath the fuel data entry cells. Figure
24 shows the Fuel Allocator Worksheet. Total miles for each truck class must be entered before
you can open the worksheet.
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SmartWay Fuel Allocator Worksheet g|

Enter your fleet's total annual fuel use along with the average MPG for
each truck class. Using the annual mileage estimates you've already
entered, the Fuel allocator will calculate fuel use for each class.

If the sum of the calculated class-level fuel consumption differs from
the value for “Total Gallons Used for Entire Fleet™ by more than 2%,
"No Match™ will appear in red at the bottom right of the screen, and
you will heed to revise your MPG and, or class mileage inputs to be
consistent with your total fuel input.

Total Gallons Used for Entire Fleet*: 2,250,000

Total Miles Approximate Calculated
Class Driven Class MPG Gallons Used
6 | 4,000,000 I | 500,000
sb | 10,000,000 | 5.7 | 1,754,386
Fleet | 14,000,000 | 6.2 | 2,254,386 Match

| |

* - "Total Gallons Used For Entire Fleet” will appear on the main Activiky tab and will be used
fFor calculating Fleet performance metrics, rather than the sum of the class Fuel estimates,

Figure 24 Fuel Allocator Worksheet

The Fuel Allocator Worksheet requires you to input your estimate for total fuel consumption for
your entire fleet across all vehicle classes, as well as an MPG estimate for each truck class. The
total fleet level fuel consumption values will provide the basis for estimating carbon
performance metrics for your fleet.

Only those truck classes selected on the Model Year and Class tab will be displayed on the Fuel
Allocator Worksheet. Using the annual mileage estimates entered on the Activity sub-tab, class
specific fuel consumption levels are estimated. If the sum of the class level estimates is within
2% of the total fuel consumption level entered at the top of the form, then a “Match” is
indicated, and you may proceed back to the Activity sub-tab by pressing OK.! If “No Match” is
indicated, please adjust your total fuel consumption estimate and/or your class level mpg
estimates until a “Match” is obtained.

1 . o . L.

Although the calculated and total fuel consumption values are within 2%, the values may not match exactly. Prior to writing the fuel
consumption values to the Activity sub-tab, the calculator will proportionally adjust your class level fuel consumption estimates to match your
entered fleet total value.
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Once specified for each class on the Activity sub-tab, the total fleet gallons will be summed and
displayed in the Overall Fleet column.

Calculated Gallons Use: Not an input - Miles per gallon estimates are calculated for each truck
class, based on the input values for miles and gallons.
This is provided as a validation check for users, although you may double-click on this cell when

YALIDATE ¥ALIDATE
ighli i s SCREEN FLEET
highlighted (in yellow or red after clicking or or

provide an explanation for high/low values — see additional information below regarding
validation within the tool.
Gallons of Biodiesel X

) to

SmartWay Biodiesel Blend Worksheet

(Diesel Vehicles tab ) )
For each of the blends used by your fleet, enter the appropriate number of gallons used. The B100-equivalents
on |¥ !; If your fleet value will be written automatically to the Activity Information tab.
consumed any amount Blend Gallons Used Blend Gallons Used Blend Gallons Used Blend Gallons Used Blend Gallons Used
of biodiesel during the B1 | B21 | B41 B61 B81
reporting period, click B2 | B22 | B42 B62 B82
the Input Biodiesel 53 | 623 | 843 863 Bo3
. B4 B24 Bd4 B64 B84
button and specify your ! |
biodi Ivol b B5 | 200,000 B25 | B45 B65 B85
lodiese VO. umes .y B6 | B26 | B46 B66 B86
blend level in the Biofuel 87 | 627 | pr [ st e
Blend Worksheet, B8 | B28 | B8 [ B68 | BES
shown in Figure 25. (A B9 | B29 | B49 B69 B89
similar worksheet is B10 | B30 | B50 B70 B90
available for ethanol use | 811/ | el i gl
under the Gasoline tab— | *** : pez : Bs2 Bz 89z
B13 B33 B53 B73 B93
see below.) Use your
. B14 | B34 | B54 BT4 B94
best estimates when G| gas | s s ms[
completing the B16 | B36 | B56 B76 B96
worksheet. B17 | B37 | B57 B77 B97
B18 | B38 | B58 B78 B98
B19 | B39 | B59 BT9 B99
PLEASE REEER TO B20 | 50,000 B40 | B60 B8O B100
WORKH EET #4B to Total Gallons of Biodiesel 250,000] Weighted Average Blend g Gallons of B100O 20,000
. . {all Blends) Equivalent
complete this section of
the Truck Carrier FLEET m‘ “‘ ‘
Tool.

After completing the

Figure 25 SmartWay Biodiesel Blend Worksheet

Biofuel Blend Worksheet, click OK and the B100-equivalent gallons will be shown on the

Activity sub-tab for the fleet as a whole. The Truck tool will assume that these gallons are

allocated proportionally across all vehicle classes (weighted by gallons of diesel used) in order to

calculate emissions.
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Gallons of Ethanol (Gasoline
Vehicles tab only): If your fleet
consumed any amount of ethanol
during the reporting period, click
the Input Ethanol button and
specify your ethanol volumes by
blend level (E10 or E85) in the
Ethanol Blend Worksheet, shown
in Figure 26.

PLEASE REFER TO WORKHEET #4B
to complete this section of the
Truck Carrier FLEET Tool.

If you know the volume of ethanol
used by your fleet, specify the
volume in gallons for each blend
level (E10 and/or E85), ensuring
that the total volume specified
does not exceed the gasoline
gallon data entry provided on the

Activity sub-tab. Alternatively, if
you do not know the volume of

SmariWay Ethanol Blend Worksheet E]

Indicate below whether you'd like to use the national average for
ethanol usage or if you'd prefer to enter your actual usage.

If you select the second option, enter the humber of gallons of each
blend of ethanol used by your fleet. (Enter zero if your fleet does not
use one of the specified blends.) The calculated E100 equivalent value
will automatically be written to the main data entry page.

If you choose to use the national average instead, your E100 equivalents
will be based on a percentage of the total gallons of gasoline you enter
on the Activity Information screen.

" IUse national average for ethanol usage (7.72%0)

* Enter actual ethanol usage figures

Elend Total Gallons
Percentage Used
E10 1,000,000
EBS i]
Total 1,000,000
Gallons
E100 100,000
Equivalents

o | e

Figure 26 SmartWay Ethanol Blend Worksheet

ethanol used by your fleet, select the “Use national average”. In either case, the total volume of

ethanol at each blend level will be allocated across the different truck classes in your fleet in

proportion to the total gallons of gasoline used.

Average Payload (tons) — Cargo Weight Only: Average payloads and cargo capacity volumes may

be input directly into the Activity screen cells if either of the Bills of Lading data source options
are selected. If the SmartWay Payload Calculator data source option is selected, then you must
use the Calc Payload button to input your payload information by truck class and general body
type. If the appropriate body type is not listed on the payload calculator, select the "Other"
body type category at the bottom of the list. Payloads can be expressed in either pounds or
short tons (2,000 pounds), and should represent the average cargo weight per loaded trip. Once
input for each truck class, fleet average payloads across all classes will then be calculated,
weighted by number of trucks in each class, and displayed in the Overall Fleet column on the

Activity sub-tab.

PLEASE REFER TO WORKHEET #4C to complete this section of the Truck Carrier FLEET Tool.

Figure 27 shows the Payload Calculator worksheet for Class 8b vehicles. (Similar worksheets

are provided for each truck class.)
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SmartWay Average Payload Calculator,
PAYLOAD CAl CULATOR

This form is designed to help you determine your average payload. If you know the payload for a given body type,
you may enter it directly by choosing I know exactly.” Otherwise, you may estimate it using one of the ranges
provided.

To begin, select an allocation method for determining the amount each body type contributes to your overall truck
class total. Four allocation methods are provided in order of preference, with the most preferred method listed first.

Select an allocation method and your preferred units:

Allocation Method: | # of miles in this class j Units: | Tons hd Class Avg Payload: | 198 Tons

CLASS 8b VYehicles GWAR = 60,001 and above

Tatal Class &b Miles: 10,000,000 # of miles input For Class 8b in this Form: 10,000,000 Match
# of miles Average Payload Explanation ﬂ =

Dry Van - Single

# of miles Average Payload

[T T | 500,000 | Range 2: 9.0 ta 14.3 Tons j

Dry Van - Double —

# of miles Average Payload
_——— | =
Dry Van - Triple
Explanati
m i of miles Awerage Payload Exact Payload #planation 1z
fi tandard palette weight
| 4,500,000 | I kniow exactly j | 222 Tons rom standard palette weights

Combination
Reefer

| |

Figure 27 Payload Calculator Worksheet — Class 8B Vehicles

In the above example, the Class 8B fleet consists of three body types: dry van single trailer, dry
van double trailer, and reefer. (Additional body types may be selected using the scroll bar to the
right.) The fleet operator has chosen to allocate activity across these body types by # miles
travelled - see Allocation Method selection cell at the top left of the screen. Potential allocation
methods include:

. # miles by class

. # trips by class

. % of operation by class
. # vehicles by class
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In general, the # of miles by class method is preferred, corresponding most closely to the fleet
performance metrics of interest (e.g., grams per mile, grams per ton-mile, etc.). On the other
hand, the # of vehicles by class option is the least preferred of these options, as the body type
vehicle count does not necessarily correlate closely with the performance metrics. In all cases,
the values entered for each body type provide the basis for calculating the weighted average
payload value for the class as a whole. For example, by specifying the mileage associated with
each body type, the relative miles per year will be used to weight your payload estimates to
calculate a truck class average.

Once the miles per year values are entered for each body type, the worksheet validates the
entries. If the sum of the by-body type values is within 2% of the class level mileage totals from
the Activity sub-tab, a “Match” is indicated and the user may proceed with the rest of the data
entry. Otherwise “No Match” is indicated and the sub-class level mileage values must be
revised until “Match” is indicated. A similar matching validation is also performed if the # of
vehicles is selected as the allocation method. Independent matching cannot be performed for
the # of trips or % of operation allocation methods, however.

Next, average payload values are specified for each body type selected. Precise payload
estimates may be entered directly, as was done for the Reefer category above, or by selecting
from pre-defined ranges, defined as Ranges 1 — 5. Range 1 represents the lowest payload values
available, Range 5 the highest. Specific range values were determined based on reported
industry payload distributions, and are discussed in detail in the Truck Tool Technical

Documentation (http://epa.gov/smartway/documents/partnership/trucks/techdoc.pdf).

If an exact payload value is input, an explanation must be provided to the right describing how
the value was estimated. In addition, if Range 1 (extreme low) or Range 5 (extreme high) values
are selected, similar explanations must be provided summarizing the reasons for the unusual
payload values. For example, you may explain that a flatbed fleet is regularly used to transport
heavy construction equipment.

Once the payload calculator inputs have been completed, a class-average payload value will be
calculated and displayed at the upper right of the calculator screen. This value is simply the
average of the body-type payloads, weighted by the chosen allocation factors (in this case,
mileage). This average payload value will then be written to the Activity sub-tab upon clicking
OK.

Once specified for each class, the fleet-average payload will be calculated (weighted by the
number of trucks per class) and displayed in the Overall Fleet column on the Activity sub-tab.

PLEASE REFER TO WORKHEET #4D to complete the next two sections of the Truck Carrier FLEET
Tool.

e Average Capacity Volume (cubic feet): Use the Calc Volume button to input your capacity
information by class and body type. Volumes are specific to each major body

Truck Carrier FLEET Tool Users Guide Part 3 | P. 39


http://epa.gov/smartway/documents/partnership/trucks/techdoc.pdf�

type/configuration, and are expressed in cubic feet. Volume refers to the total cargo
carrying capacity of your vehicles, not the utilized space on the vehicles. The volume
calculator worksheet for truck classes 2b through 7 follow the same format as the average
payload calculators, with various body type selections available.

NOTE: When using the payload and volume calculators for class 2b through 7 trucks,
make sure the body types selected are consistent across both calculators. Otherwise
the tool will flag these data entries as errors during validation.

The volume calculator worksheet for classes 8a and 8b reflect a range of different, standard

trailer and container configurations. Figure 30 shows an example worksheet for Class 8b

vehicles.

SmartWay Average Capacity Volume Worksheet

{* Percent Usage

This worksheet will assist you in estimating the average capacity volume of your fleet. After entering
your data in the fields below, click "OK" to transfer the estimated volume into the main form.

Truck Class:

Please specify your reporting basis:

8b

" Number of Truckloads/Year

X

" Mumber of Trailers

[ Trailers | [ Containers ] [ Other Trailers |
28 foot 20 Foat Cubic Feet per Truck 2,000
40 Faat 40 Faat Number /Percent 10
42 Fook 53 Foot
45 Fook -
Bulk Carriers .
5 s lils | | Estimated Average
alu] .
Large (42' % 8.5 % 11,57 Capacity Yolume (cu ft):
Bafost | 75
Medium (32 % 8 % 11 | | 3,548
S7foot |
Small {22 % 8" x 10,250
428 |
0+25 [ Liquid Tankers ]
#0+40 Latge (7500+ gallons)
S Medium (3001-7439)
28+26+28 Small (3000 & under)

Lo [l o [ o |

Figure 28 Volume Calculator Worksheet — Class 8b Vehicles

Once specified for each class, the fleet-average capacity volume will be calculated (weighted by
the number of trucks per class) and displayed in the Overall Fleet column on the Activity sub-

tab.
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e % Capacity Utilization (excluding empty miles): For this entry, do not factor in empty miles.
Percent utilization applies only to loaded (non-empty) miles. For most carriers, this will reflect
your loaded volumetric fill rate. LTL carriers should estimate the weighted average fill rate over
the span of operations. Flatbed haulers may estimate fill rate based on deck area covered. Auto
carriers may estimate based on percent of car slots filled.

Again, do not factor in empty miles for percent utilization. Percent utilization applies only to

loaded (non-empty) miles.

Once specified for each class, the fleet-average percent capacity utilization will be calculated
(weighted by the number of trucks per class) and displayed in the Overall Fleet column.

PLEASE REFER TO WORKHEET #4E to complete the next three sections of the Truck Carrier FLEET
Tool.

e % Highway or Rural Driving: Within the Road Type / Speed Category popup screen, indicate the
percentage of total miles by class spent driving in highway or rural conditions — e.g., on
restricted access roads (freeways) or in non-urban areas.

e Average Urban Speed Distribution: Within the Road Type / Speed Category popup screen, input
the percent of total miles by class spent driving in urban conditions (e.g., on unrestricted access
surface streets in urban areas), by speed category (0 — 25 / 35 —50 / 50+ mph). This data should
be available from your vehicles’ electronic control modules (ECM). If you do not know your
speed distribution for urban areas, you may check the box labeled “Populate the urban driving
fields with default values”, and default percentages will be calculated based on data from EPA’s
MOVES model, adjusted for the Highway/Rural Driving percentage specified. (For further details
see the Truck Tool Technical Documentation available at
http://epa.gov/smartway/transport/documents/fleet-models/truckingmodel-technicaldoc-
recent.pdf ).

e Average Annual Idle Hours per Truck: Enter the average annual idle hours per truck by class.
Alternatively you can click on the Calculate Idle Hours per Truck button at right to calculate this
value based on fleet totals. Figure 31 shows the Idle Hours Calculator screen. Separate values
should be input for short duration (less than 15 consecutive minutes) and long-duration (greater
than 15 minutes) idling.> Once input for each truck class, click OK and the idle hours for each
class will be presented on the Activity sub-tab. In addition, fleet-average idle hours across all
truck classes are then calculated (weighted by vehicle counts) and displayed in the Overall Fleet
column.

2 NOx and PM emission rates are different for short and long-duration idling, reflecting the varying engine
loads and operating temperatures for these events. At this time the SmartWay emission calculations do
not distinguish between these events, although different emission factors may be integrated in future
versions of the model.
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SmartWay |dle Hours Calculator E|
Use this calculator to estimate your average annual idle time per truck.

Enter the number of hours your trucks idle per truck per DAY on AVERAGE, along with
the average number of days in service per truck.

The calculated Average Annual Idle Hours per Truck will automatically populate the
average idle hours fields in the “Activity Information” section of the main entry form.

Daily Long Daily Short
Duration Idle Duration Idle  Average Daysin Average Annual
Class Hours per Hours per Service per Idle Hours per
Truck* Truck* Year Truck
6 | 1 | 0.5 | 00 | 450
8b | & | 1 | 00 | 2,100

——— “‘ CANCEL ‘

* Long Duration includes overnight, or continuous For more than 15 minukes.
Short Duration includes loading/unloading, traffic, waiting in line, or other, under 15 minutes.

Figure 29 Idle Hours Calculator

After completion, if you are using PM reduction equipment click on the PM Reduction sub-tab at the top
to proceed to the next section.

If you have finished inputting data for this fuel type, click on the tab for the next fuel type and complete

all screens as indicated in the previous sections.

If you have finished inputting data for all of your fuel types, click the button to return to

the Home screen.

Remember! You must complete the Model Year & Class and Activity Information sub-tabs for each of
the fuel types you operate.

Do NOT move on if you have not completed the data input for each of your fuel types, or if you have
received “no match” messages.
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Steps for Completed the “Diesel Vehicles Tab: PM Reduction” Sub-Tab

PLEASE REFER TO WORKHEET #4F to complete the next three sections of the Truck Carrier FLEET Tool.

The PM Reduction sub-tab is for fleets that have installed retrofit equipment on pre-2007 engines. Click
the radial button to select the type of device (DOC, CCV, or PM trap), and then enter the number of
trucks equipped with the device by engine (not vehicle) model year. To input data for multiple devices,
click the radial button for the next type of device after completing input for the initial device, and fill out
the new blank fields that appear.

Truck: Company 1 Example Dry Van Fleet

General Info Gasoline Yehicles LPG ¥ehicles

Model Year & Class | Activity Information I:l

Please enter the number of trucks in this fleet by class and engine (not vehicle) model year for which you are
using each of the PM retrofit control strategies listed below.

LNG ¥ehicles CNG Yehicles

" Diesel Dxidation Catalyst (DOCY {Lised])

" Closed Crankcase Yentilation {(CC¥) (of Urech?

(* particulate Matter Trap (Lied)
Particulate Matter [ PMRetrofitsbyTruckCass |
Trap Total
Trucks 3 8b
Nota: Be sure to Totals: | 2| | i | 1
use FVGTUE
model year, not 2005 | L [ 1
veficle model
2003 | il T
year.

YALIDATE
vor || o [ o] |

YALIDATE
FLEET

ADD/YIEW
COMMENTS

HELP ‘

Figure 30 Data Entry Screen - Diesel Vehicles Tab / Particulate Matter Reduction Sub-tab

Totals for any given model year cannot exceed the totals specified on the Model Year & Class tab.
While CCVs may be installed in combination with either DOCs or PM traps, it is assumed that DOC and
PM trap applications are mutually exclusive. As such, the sum of DOC and PM trap trucks cannot exceed
the totals specified on the Model Year & Class tab.

YALIDATE
. SCREEN ) . .
When done, you can click on - to make sure you have filled out everything properly on this

tab. Then click the Ebutton to return to the Home screen.
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Data Validation

As discussed, certain validation checks are embedded at different points in the tool to ensure data
quality. For example, checks on total mileage or number of vehicles may be made before exiting the
Payload and Volume calculators. However, additional validation checks are made before exiting other
input screens throughout the tool. Critical checks are made regarding calculated miles per gallon (by
class), annual miles per truck, and a number of other inputs, to help ensure the reasonableness and
quality of Partner data. (Please refer to the Truck Tool Technical Documentation for a detailed
discussion of the validation criteria used within the tool.)

At any time you can click the Validate Screen or Validate Fleet buttons at the bottom of the screens to
make sure you have filled out everything properly. Note that by clicking Validate Fleet you will receive
information regarding missing or out-of-bounds values for all input screens, not just the current page. If
you have completed all required data entry on the Activity sub-tab, and no potential errors are
identified, the following message will be displayed. Click OK to proceed.

SmartWay Validation Check E|

Mo errors found on khis screen,

If missing or potentially erroneous inputs are identified, you will see the following message.

SmartWay Validation Check [%|

There are errors andfor warnings on this screen that have been highlighted for wour attention.
Red indicates errors (which must be addressed); vellow indicakes warnings.

MOTE: For any red-flagged payload or MPG walues, if vou are confident that the information
woll have provided is correct, double-click on the highlighted field and provide bext
explaining the reasons for the highflow value, Doing so will result in the error being
changed ta a vellow-flagged warning instead.

Do wou want to see a lisk describing the problems with these items?
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Click Yes to see a complete list of validation errors/warnings. An example Validation Check results
screen is provided in Figure 31. The blue links at the bottom of the screen provide additional
information to assist you in correcting any errors. Specific information is also provided regarding any
values that are unusually high or low compared to industry averages (e.g., see the first and second
entries). In this case, four possible data entry errors were identified for correction: one involving a
suspiciously high average miles per year value, one for a high MPG value, one for a missing value, and
one for an unacceptable idle hour estimate. Three of the four messages involve errors that must be
addressed through modification of the data entry (message #3 and #4), or by providing a text
justification of the value by double-clicking on the highlighted cell (message #2). All three of these items
must be addressed before the tool may be submitted to EPA. The remaining item (#1) is listed as a
warning, and does not have to be addressed before submittal to EPA, although you may provide
documentation for this value by double-clicking on this cell if you wish.

SmartWay Validation Check EJ

Below are the errors/warnings that have been detected.
- Errors must be addressed before you can submit your data, ™
- Warnings should be reviewed but will not prevent you from submitting your data.

WARMING: [Diesel] Activiky Information: Based on wour Total Miles Driven under truck class 8b, along with wour bokal brucks for - .
this class (2007, wour calculated miles per trock (S00,000) exceeds typical industry mileage levels for annual miles per trock |
{200, 0007,

ERRCR: [Diesel] Activiey Information: For MPG under truck dass 6, vour entered value (11.4) is substantially above induskry
averages (6,2 - 2,0),

ERROR.: [Diesel] Activity Information: For Capacity Ukilization, the Field under Class 8bis blank,

ERRCR: [Diesel] Activity Information: For f&verage Annual Idle Hours, under Class 8k, the walue cannok excesd 8, 760,

=

Wby can't T make corrections?
CLOSE
Showe errorsfwarnings as 3 spreadshest, - m
* oy ay redtfagged pavioad or MOG values, i you are confident that the formztian you have provided

i correct. doutre-click an e Highilighted fiald and provide text expiaining the reasors far the fighdow
valez, Doing so wil resuat i the arvar being changed to 3 yeltiw-fagges waring fsteas.

Figure 31 Validation Check — Example Results Screen
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Once you close the Validation Check screen, you will see warnings and errors highlighted in a red or
yellow on the Activity screen, as shown in Figure 32.> Entering new data in a highlighted cell will cause
the colored border to disappear, even if the new value is still invalid. To check the validity of your

newly entered data, click the Validate Screen button again and repeat the procedure described above as
necessary.

Truck: Company 1 Example Dry ¥an Fleet

General Info Gasoline Yehicles

Model Year & Class | Activity Information |

For each item below, click the "Add/Edit" button in the Data Source column, and provide further details in the Data Source Details pop-up screen.
In the "By Truck Class” columns, enter your data for each truck class (only those classes selected on the "Model Year & Class™ tab appear below).
The “Overall Fleet” column will automatically display fleet-level information based on the data you enter for your truck classes.

LPG ¥ehicles LNG ¥ehicles NG Yehicles

PM Reduction

A Overall Aeet & Data Source By Truck Class
Diesel
Overall Fleet Data Source [ 8h
2| Total Miles Driven [ 104,000,000 [IFTA Edit [ 4,000,000 | 100,000,000
2| Revenue Miles Driven [ 82,500,000 [1RS G | 3500000 | 80,000,000
2|Empty Miles Driven [ 10,905,000 [Other [Edit [ 905,000 | 10,000,000
2| Gallons of Diesel Used {including Biodiesel) [ 16,350,000 [IFTA E | as0,000 | 16,000,000

entered Mpc > [EIRES 63 MPG
ﬂr [ of Biodiesel {E100 Equivalents) il Input Biodiesel Allocate Diesel Using Class MPG

ﬂnverage Payload (tons) - Cargo Weight Only | 15.9 |W0rksheet m | 3.0 | 19.8

Ciick busttons af right for Payioad Calcebator -
ﬂnverage Capacity Yolume (cubic feet) | 4,499 |C0mbinati0n [Edit | | 1,496 | 6,000

ik buttons af sight For Volume Calrulator -->
ﬂ% Capacity Utilization {excluding empty miles) | 73 |Manual m | 70 _
2|Road Type / Speed Categories [Electroric  Z0d [47 7397140 | 1mysizie0
ﬂnverage Annual Idle Hours per Truck 6,483 |Rec0rds @ | 450 _

Calculate Idle Hours Per Truck

* Indicates that default speed distributions were selected for urban road types.

VALIDATE VALIDATE ADD
ERER ‘ RET) ‘ m m ‘ SCREEN FLEET ‘ COMMENTS

HELP ‘

Figure 32 Validation Check — Highlighted Activity Screen

Follow these steps to check the different types of validation warnings/errors.

e First ensure that any highlighted blank cells are completed, and that all standard range checks
are satisfied (e.g., all percentages must be between 0 and 100, idle hours per truck cannot
exceed total hours in a year, etc.).

o If Total Miles entries are highlighted for any truck class, this means that the expected annual
miles per truck have been exceeded (125,000 mi/yr for classes 2b — 7, and 200,000 mi/yr for
class 8s). Calculated annual mileage values are shown on the Validation Check screen. You may
revise these values by adjusting either Total Miles OR the number of trucks (on the Model Year
and Class tab). Unless the calculated mileage value is greater than the absolute maximum

® This functionality is available for other screens as well.
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allowed (500,000 mi/yr), you may leave these values as they are. In this case your fleet will be
flagged “Complete with Warnings” on the Home page.

e If any calculated MPG values are highlighted, you may revise these values by changing either
Total Miles OR Gallons Used. You may also double-click on the highlighted MPG cell to obtain a
popup screen with additional information, as shown in Figure 35. This form presents the
expected MPG range based on typical industry performance, as well as the calculated value for
your fleet. If you believe this value is accurate, please enter a brief summary in the text box
explaining the reasons for the high/low MPG value and click OK to return to the Activity screen.
(In this case your fleet will be flagged “Complete with Warnings” on the Home page.) Otherwise
click CANCEL to revise your Total Miles and/or Gallons Used entries.

SmartWay 2.0 Range Validation Form

Data you provided is outside the expected range. If you are confident that the information
you entered is correct, please provide supporting details in the space below. Otherwise, click
Cancel to return to the form, so you may re-enter a new value for this field.

Field Mame: |Elass 8b MPG

Expected Range: |5.4 - b4

¥alue You Provided: |E.T MPG

Explanation:

Using Full Smartway retrofit package on line-haul fleet, |

KN =3

Figure 33 Validation Check — Example MPG Range Validation Form

Once all potential validation errors have been corrected or otherwise verified as accurate, click HOME to
proceed to the next step.
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Viewing Fleet Performance Summary Data

Once you have returned to the Home screen, notice that the fleet that you filled out and validated now
identifies its status as “Complete.” You may now highlight the next fleet if you have another one to
complete. In this example, the “Company 1 Example Flatbed Fleet" fleet remains to be finished. Fill out
unfinished fleets in the same manner as the previous fleet.

Home f'5_<|

Q“ | Truck
\Sma r-rwayﬁ United States Version: 2011

wWelcome to the Smartyay Tool for Truck Carriers

Usa the blue links below to navigate the tool, For more information, press the Help' button,
1. Identify Reporting Year and Report Type
Reparting year: 2| 2010 = ((,: E;z“t'?; 2
2. Enter Company and Contact Information
Enter vour contact information

3. Define your Fleets

Fleet Charactetization

4, Enter activity and fuel information for each of your fleets

_Company 1 Exarmple Dry Yan Fleet - Complete P
Company 2 Example Flatbed Fieet - Mot Checked Wigwy ar change the
selected fleet

5. View Output
Wiew Fleet Performance Surormary Year-to-Year Comparison Regurtﬂ

Show report of all comrments

6. Exchange your data with SmartWay

Create final version to submnit via ermail to EPA

SAVE
N

oo [ e ]

Figure 34 Home Screen - After Completing the Data Entry/Modification Process for First Fleet

Once you have filled out information for all your fleets, be sure that all fleets show "Complete” or
“Complete with Warnings” beside the fleet name. If and only if all fleets are marked as such, you can
move on to the next step. If one or more fleets are not marked as such, review the data you entered for
errors or omissions.

Once you are ready to continue, click View Fleet Performance Summary which will take you to the
following screen:
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]

View Fleet Performance Summary

Please select the type of summary report you would like to review.

Display Internal Metrics
The Internal Metrics Repart estimates the CO2, MO, and PM ernissions for your
fleets, You can view these estimates based on truck class, fuel type, or division,

Wienw Fleet Summmmary
This report shiowes surnmary data for all of your fleets,

Wiew Input Surmmmary

The Input Summary Report surmmarizes all of the data you entered in the Activity
Inforrnation sectio,

Year-to-Year Comparizon Report
Selecting this ink will allow you to create a report cormparing your fleet performance
from year to year. (To run this report vou must access your saved truck tool fleet
files from previous years. )

Benchrnarking Report
This report will alow you to cormpare your performance to aggregate data for all
Smart¥yay Partners, {This report is not yet available,

Figure 35 View Fleet Performance Summary Screen

Clicking any of the blue links will display the indicated data (except Benchmarking Report, which is not

available at this time). If you click Display Internal Metrics you will be asked to specify the level of
detail/aggregation you wish to display, and the performance metrics of interest, as shown in Figure 36.
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View Fleet Performance Summary

x]

Select the level of detail you wish to display
+ Display only totals
" Display details for each Company | Division
" Display details for each Truck Class
" Display details for each Company | Division and Truck Class combination
" Display details for each Fuel Type

" Display details for each Company | Division and Fuel Type combination

Z00M IN BACK m

Figure 36 View Fleet Performance Summary — Report Detail Selection

Clicking on any of the summary report types will take you to a screen allowing you to preview and print
your reports. Figure 37 shows one of many sample reports that the tool can generate for you, in this
case summarizing emission reductions in tons and assorted performance metrics at the fleet level. These
reports will prove useful for your company’s evaluation and improvement efforts.
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Figure 37 Example of Completed Report

The Year-to-Year Comparison Report allows the user to compare the fleet characteristic and activity
values, as well as CO, performance metrics across two different reporting years. This report is

particularly helpful in identifying any changes that may have occurred since your last reporting period,
determine trends in activity and performance over multiple years, and to perform general quality
assurance of the inputs used for your current fleet files. You make access this report from the View
Fleet Performance Summary screen or from the link under item #5 (View Output) on the Home page.
Again, this will only be operative if both years are in the same folder on your hard drive.

Figure 38 shows the data entry screen for the comparison report. First specify the reporting years which
you would like to compare under item #1. Note that your most recent year’s data is already “loaded”,
including the data you have entered for your current fleet(s). In order to load data for prior year fleets,
specify the reporting year of interest and click the Load Data button. A screen will appear allowing you
to specify the location of your prior year fleet file, using the Browse button as shown in Figure 39.
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SmartWay Truck Year-to-Year Comparison

In order to run a comparison report, you must have completed truck tool files from previous years.

Lsing the drop-downs below, select the years that you would like to compare. If the year selected is a prior
yeat, click the "Load Data" button to import the data into this toaol,

Mext, choose the units in which you would like the fuel-related cormponents of the report to be expressed.
Choose whether you would like to see the comparison at the comparny level or the fleet level. If you choose
the fleet level, select the fleet(s) from each list that you would ke to compare, (Mote that the report wil
combing all of the selected fleets from 2ach list,)

Finally, click RUN REPORT to generate the report,

1. Load Data from Prior Years: 2. Select Units for Displaving Fuel-Related Information:

Year1: | 2010 ~ ?| Display Fuelin: | Diesel Gallon Equivalents
" Diesel Gallon Equivalents
YearZ: | 2009 - Load Data

Gasoline Gallon Equivalents
Actual U.5. Gallons

3. Choose Comparison Level:
" Company-Level

{* Fleet-Level

Select a Fleet From each of the lisks below that wou would like to compare, You may choose multiple fleets from
each list, buk the comparison report will combine all of the selected fleets From each list,
Fleets for Year 1: Fleets for Year 2:

Company 1 Example Dry Wan Fleek ADDG, GHC Company 1 Example Dy Van Flest A00G, GHC

REUN
oo [l ot [l s |

Figure 38 Year-to-Year Comparison Report Input Screen

SmartWay: Load 2009 Data EI

Use the Browse button to navigate to your 2009 truck tool file. Click LOAD to import that
data into this tool.

Year: 2009

Truck Took | ABCompany_Baseline_2010_Truck_V0.xls Browse...

Figure 39 Data Load Screen for Year-to-Year Comparison Report
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Once your comparison years have been specified and your prior year data loaded into the Truck Tool,
you should specify how to display your fuel information: in diesel-equivalent gallons, gasoline-equivalent
gallons, or simply in U.S. gallons. Specifying diesel or gasoline-equivalent gallons is useful for comparing
miles per gallon metrics when a fleet contains multiple fuel types.

Next you can specify whether you want to compare one or more individual fleets (select “Fleet-Level”,
or if the comparison should aggregate all fleets (“Company-Level”). Once specified, click the “RUN
REPORT” button to view the line-item data entry comparisons. An example report is presented in Figure
40.

r,__-%
~SmartWay- sy 2,201

| O LY P | TR AR . ARy 1
Changs Changs
W Lmeount ) [1] k]

Flet hameE) Compary 1 Example Ory Wan Feet Compary 1 Example Dy Wan Flest

Primany Contacifs) Jobn Sampls Join SampE

Con it Phonefs) X B12)E551212/32 [512) 855-1212 1 2%

SCACE) ADDE, EHCY ADDE EE0

WICHNIE) #1234 567 1234567

Flest Ty pis) FarHie FarHIe

Operation ! Body Type TL ! Drfvan TL ! DiyWan

MIES PerZalon [DEE)” 3% (] [13] 641
WIES B erTruck 0.5% 235 46 BET 46429

ANeEge Paviosd (Rons) 2.3% 04 159 15.5

AveEge vialume fou ) 5% -] 3,165 EREH

AveE e CEnECRy LSIEation B3% 53%

Tokal Trecks 1% 20 00 280
] - E -
Tizss 3 - e -
Slass 4 - E -
TAzss 5 - E -
Sizss 6 11.1% 10 100 20
Slass T - ] =
Tizss B2 - E -
Clzss B0 5.5% 10 200 190

Tokal MEs Diven T.T% 1,000,000 14,000,000 13,000,000
Fevenue Mies Diiven 6% 400,000 11,500,000 11,100,000
Empiy Mies Diven 40.5% =6.000 1,905,000 1911000

Tofal Galbns of Fuel ([DEET 4 4% 90,000 2118332 2028332
Diessl [DEE” 4 5% 90,000 2.100.000 2.010,000
Blodiesel [DEES 0.0 [1] 18,532 18332
Gasolhe [DEET - E -
EFEnal [DEET - E -
omner [DGEY - E -

Toms of &0y 4.5% 1,010 23,548 ]
o0, gmlk -5 0% -7 1,525 1573
20, ghorsm e 4.9% & EX] EL]
00, g 000 cult-milke -1.58% 5 4E5 473
00, guilized 1000 cut-mie -5.3% -18 532 550

* Diezel Gallon Bquliakents

Figure 40 Example Year-to-Year Comparison Report
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The example above indicates a change in phone number has occurred since 2009, with no other changes
in basic contact and fleet characteristic information. Comparisons are also shown for a number of
activity parameters including:

e average payload

e average volume

average capacity utilization

number of trucks by class

total, revenue, and empty miles driven

total gallons of fuel used (in this case in diesel-equivalent gallons)

A variety of calculated annual performance metrics are also shown including:

o miles per gallon (here in diesel-equivalent gallons)
e miles per truck

e tons of CO,

e grams CO, per mile

e grams CO, per ton-mile

e grams CO, per 1,000 cubic foot-miles

e grams CO, per utilized 1,000 cubic foot-miles

Percentage changes are also indicated for each of these items, relative to the earlier year baseline
values.
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Submitting Data to SmartWay

Congratulations! You are now ready to send your data to EPA.

Click the Create final version to submit to EPA link, which will create a file with the following naming

convention:
CompanyName_Type_Year_Truck VO.xls
E.g. ABCompany_Baseline_2010_Truck_VO0.xls

where CompanyName is your company’s name, Type indicates whether you are submitting baseline or
updated data, and Year indicates the year for which you are submitting your data.

The system will display a message indicating that an Excel file will be created with your company’s
name as part of the file name. The file will be saved to the same folder where the tool itself is
currently saved. You will need to locate the file and attach it in an e-mail to your Partner Account
Manager (PAM).

NOTE: DO NOT ZIP the File. Send it to EPA as a normal file attached in an e-mail. EPA security will not
allow zipped files through the EPA firewall.

The system will first display a message asking you to confirm your decision to save a copy of your tool on
your hard drive. Upon clicking OK, the file will be saved, and the following instructions will appear.
Follow these instructions for submitting your truck tool to SmartWay. Upon clicking CLOSE a screen will
appear allowing you to close the Truck Carrier FLEET tool or return to the Home screen.

SmartWay - Instructions for Submitting File &|

% | Truck
\Sma r.twaym United States Yersion: 2011

& copy of this file caled 'Company 1_Update_2010_Truck_w0,xls' has been created and is ready to be
emalled to EPA.,

The file was saved in a folder called: FSWY,

Please open a new emall message, attach this new file, and send it to smartway_transport@epa.goy, ar to
your Partner Account Manager (PAM) if your company is an existing SmartWay Partrer,

If you have any questions on this submission process, please contact the SmartWay Transport Partniership
Call Center at (703) 214-4767 or email smartway_transport@epa.goy,

Print_these instructions

Figure 43. Data Submission Instructions
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If you have any comments about the tool and/or User Guide, please submit these with your tool in a
separate document.
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Troubleshooting the Tool

Although the SmartWay tools have been tested extensively, you may encounter errors. Intermittent
errors have been encountered when opening the tool directly from an e-mail rather than from a drive,
or when multiple Excel files are open simultaneously. If you encounter an error during use of the tool,
please try restarting the tool directly from a disk drive, with all other Excel files closed. In addition,
make sure that your computer is using a system and application version validated for use with the
SmartWay tools (Windows XP or later operating system, and Excel Office 2003 or 2007.)

If you continue to encounter problems, please make a screen capture of the error message, and save the
tool at that point. (You can make a screen capture by pressing Alt-Print Screen, and then pasting the
image into a document such as MS Word.) Then send the screenshot, along with the saved tool to your
Partner Account Manager for further assistance.
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